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. Action Requested 54p-edep33 _SCHEDULES 

a. 
b. 0 DII~OW of p d n t  accumulation: no furthrr accumu!atlon mtlcbarrd. 
e. =Amend Application No. CheckOm: 0 Change: dwpercede: -#77-401-~ 

Establlrh Retention Schedule; record will eontinun to accumulate. 174-395-A, 174-398-A 
#74-399-A, 174-416-A 

. Deter 01 series 
arlkst latei t  i 

F1'84 continuing --.-___I-- . DivWon end OfIke Function 

---._I g. Records serie8 Title (lollowd by ritle used in office; ifdifferentl 

Internal Audits - Working Papers File - _l-.--_ll 
whst Is the function of tho Division md the Office In which thin record csrks Is created? . .  

!. . 
The Office of Audits has the responsibility t o  determine whether all funds due the Departme 
are properly accounted for and are expended according to the requirements of the'law and 
policies,' procedures, and regulations applicable thereto. ,Also, to'help Management improve 
the efficiency, 'economy, and effectiveness of operations by identifying where improvements 
are needed. . I  , 
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Documenti ralmtlne to: 'performing audits to determine the accuracy of funds collected and expended 

Ineludad ara: ' 1  ' 
wo king papers,compiled during the audit process, which support the complet 

Working papers include but are not limited to: Documentation (handwritten 
by the auditor and/or copies of Agency records) to support the following: 

'I Overview, Financial Settlement, Findings and Recommendations, Auditor's 
Opinion, Financial Statements, Notes to Financial Statements, Report on 
Internal Control, and Report on Compliance. 

I for DHR agencies/programs stake-wide. 

au i i<;(see schedule # 83-830, Audits Performed by Internal Staff File). , 

Tha (11- k-mnoed: By year audit draft is released; then alphabetically by DHR agency/progr'am. 

I. Monthly Referrnm Rate How often me records referred to which &a: 
OnC to six months old daily : Seven to Wdve months old : Thirteen to twenty-four month8 old mearb'? 
t w m t y 4 m  months and older seldom 7 
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or a long prlod. could them documents , , 
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. Retantkm Requiremsnts -. The f o l l o w l ~  requlres the w~las to k, kept: ' 
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a. State Law years. 
b. hstuta of llmltatlon years. 
c. FedsrnlIaw years. 

years. d. Aud l tp r l cd  

e. Admlnlstretlve need 5 veers. 
1. Federal retention Instructions years. 

Attach copy or excerpt of Imn or regulations. Explain admlnlnratlve need. 
Administratively, this file series is needed to document the performance of DHR agency/ 
programs regarding compliance with State and Federal Audit requirements and regulations. 
In addition this file series supports the cnmpleted audit retention schedule #83-830, 
Audits Performed by Internal Staff Piles. 
-I- - ?. Approved Disposition Instructions This agency recommends that the file serles b Cut off at the ezd of each: 

O-lendar Veer: Fiscal Year: mother  I_ ' then, 

vearW: then . .  a Hold In the current files area month(s1 2 
0 Transfer to local holdlng area: hold 
C8 Transfer to State Recurds Center: hold 3 vearisl; then 
Cf bstroy 

0 Trensler lo State Archives for perm'nent retention. ~ 

0 Other fSpcifyl 
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